Unit Roster Report

Introduction

Access (DA).

This guide provides the procedures to run a Unit Roster Report in Direct

Procedures See below.
Step Action
1 From the Menu, select Human Resources > Human Resources Reports > CG

Unit Roster Report.

Menu

Search:
My Favorites
Self Service
Self Service

Human Resources
Human Resources Reports
Profile Reports

Travel Charge Cards Reporis
Workflow Reporis
Dependent Accountability Rpt
Rehire Report
Member Information
Member Information
All Duty Report
Leave Cormrection Report
| cG unit Roster Report |

A Run Control ID must be established before the report can be run. Once
established, this Run Control ID can be used for running future Unit Roster
Reports. To add a new Run Control ID, click Add a New Value.

CG Unit Roster Report

Find an Existing Value | Adda Mew Value

Search Criteria

Search by: Run Control ID begins with |

[ case sensitive

Search Advanced Search

Enter any information you have and click Search. Leave fields blank for a list of all values.

Continued on next page




Unit Roster Report, Continued

Procedures,
continued
Step Action
3 | Enter a Run Control ID. This can be anything, but should be something easily

remembered. Click Add.
CG Unit Roster Report

Eind an Existing Value Add a New Value

Run Control ID|VBK |

Add

The Cg Unit Roster page will display. Using the drop-down, select the appropriate
Relationship Type:

e HRS — Displays all members attached to all of the units serviced by the SPO
Department ID (except the SPO)

e |ISC — Displays all members attached to all of the units serviced by the
Sector/Base Department ID

e Own Unit — Displays only those members attached to the Department ID

e Unit Rel — Displays all members attached to all of the units and sub-departments
for the Department ID

Cg Unit Roster

Run Control ID VBK Report Manager Process Monitor Run

Reg Region

‘Tl Save | |[=] Notify |_+ Add 7| Update/Display

Continued on next page




Unit Roster Report, Continued

Procedures,
continued
Step Action
5 | Enter the Department ID number (or use the lookup icon to search for the

Department ID number). Using the Reg Region lookup, select the appropriate
component. Leaving the Reg Region field blank will display all Active and
Reserve members.

Click Run.

Cg Unit Roster

Run Control ID VBK Report Manager Procass Monitor

“Relation Type
*Department| 000450 [}

Reg Region:Q

|5l Save ||[=] Notify S Add | Update/Display
Look Up Reg Region
Help
Search by: |[Regulatory Region v |begins with |
Look Up Cancel Advanced Lookup

Search Results
View 100 First ‘4 41azor32 &/ Last
Regulatory Region Description Country
AD Active Duty USA
ANOAA Active Duty NOAA USA
ARG Argentina ARG
AUS Australia AUS
BEI B lirviin oy BEI1

Continued on next page




Unit Roster Report, Continued

Procedures,
continued
Step Action
6 | The Process Scheduler Request will open. Using the Server Name drop-down,

select PSUNX. Click OK.

Process Scheduler Request

UserID 3456789 Run Control ID VBK
Server Name | PSUNX B4 | Run Date 06/24/2019 El
Recurrence | v| Run Time [12-18:43PM Reset to Current Date/Time
Time Zone Q
Process List
Select Description Process Mame Process Type *Type *Format Distribution
[l CGUNITROSTER CGUNITROSTER  Application Engine |Web v| |TJ{T v| Distribution

I 0K I Cancel

The Cg Unit Roster page will re-display with a Process Instance number. Select
Process Monitor.

Cg Unit Roster

Run Control ID VBK Report Manager | Process Monitorl RU“

| Process Inslance:?20342|

“Relation Type [Own Unl__ V]

*Department |000450 (&}

Reg Region a,

[FlSave ||[=] Motify =L Add | Update/Display

Continued on next page



Unit Roster Report, Continued

Procedures,
continued

Step

Action

8

The Process List will display. The Run Status may initially indicate Queued or

Processing. Click the Refresh button until the Run Status updates to Success and

the Distribution Status indicates Posted. This may take a considerable amount of

time depending on the size of the report. Continue to click the Refresh button
eriodically.

Process List

View Process Request For

UserID | 3456789 Q Type ﬂ Last ﬂ 1 Days ﬂ
Server [v] Name Q Instance Instance
From To
Run [¥] Distribution Status ™| b/ Save On Refresh
Status

Process List

B Q 1-10f1[v] | View All
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status g‘i‘;:zils:uﬁon Details
720842 Application Engine CGUNITROSTER 3456789 06/24/2019 12:18:43PM PDT | Processing N/A Details

Go back to CG Unit Roster Report

| Save Notify

Once the Run Status indicates Success and the Distribution Status indicates Posted,
click Details.

Process List

View Process Request For

User ID | 3456789 Q Type v Last v 1 Days v _..Refresh .
Server v Name Q Instance Instance
From To
Run [v] Distribution Status v o Save On Refresh
Status

Process List

B Q 1-10f1[v] | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status g:;::ls:unan Details
720842 Application Engine  CGUNITROSTER 3456789 06/24/2019 12:18:43PM PDT | Success Posted I I Details I

Go back to CG Unit Roster Report

‘ Save Notify

Continued on next page



Unit Roster Report, Continued

Procedures,
continued

Step

Action

10

The Process Detail will open

. Click View Log/Trace.

Process Detail

Process

Instance 720842
CGUNITROSTER

Success

Name

Run Status

Run Control ID VBK

Location Server
Server PSUNX

Recurrence
Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process At

| oK Cancel

06/24/2019 12:19:13PM PDT
06/24/2019 12:18:43PM PDT
06/24/2019 12:19:32PM PDT
06/24/2019 12:34:35PM PDT

Type Application Engine
CGUNITROSTER
Posted

Description

Distribution Status

Update Process

Hold Request
Queue Request
Cancel Request

elete Request
Re-send Content

Restart Request
Actions
Parameters Transfer
Message Log View Locks

Batch Timings
View Log/Trace

11

Select UnitRosterReport.csv

View Log/Trace
Report

ReportiD 715987

Name CGUNITROSTER

Run Status  Success

CGUNITROSTER
Distribution Details

Distribution Node RPTNODE

File List

Name

AE_CGUNITROSTER _720842 stdout

Process Instance

Process Type

File Size (bytes)

720842
Application Engine

Expiration Date 07/01/2019

Datetime Created

86,260 06/24/2019 12:34:36 798331PM PDT
UnitRosterReport.csv 656,189 06/24/2019 12:34:35.798331PM PDT
Distribute To
Distribution ID Type *Distribution ID
User
Return 3456789

Continued on next page




Unit Roster Report, Continued

Procedures,
continued
Step Action
12

A prompt will appear asking to Open, Save, or Save As. Select Open.

Internet Explorer

What do you want to do with UnitRosterReport.csv?

From: hcenvi.direct-access.us

— Open

The file won't be saved automatically.

= Save

— Save as

Cancel

13

The file will open in an Excel Spreadsheet that may be sorted according to

preference, saved, and/or printed.

Continued on next page




Unit Roster Report, Continued

Procedures,
continued

Step Action
14 | Here is a closer look at the report:

A B C D E F G H | ]
Relationship Parent Deptid Emplid EmplRcd Rank Grade MemberLast Name Member First Name Employee Class Deptid
SELF 450 1000000 0 CAPT ©O6 REYNOLDS MALCOLM AD 6514
SELF 450 1111111 0 MK2 E5 TAMM RIVER AD 6530
SELF 450 1234567 0 CDR 05 WASHBURNE Z0OE AD 6514
SELF 450 2345678 0 PERS4 CWO4 WASHBURNE HOBAN AD 6533
SEIE ASN 2333333 nMygC  E7 ERYE KAVIEE AD 522

K L M M 0] p Q
Dept Name ATU OPFAC Exp Loss Dt Exp AD Term Dt Rotate Dt Birthdate AD Base Dt
SERENITY CMD STAFF 79-47400-11A SERENITY COMMAND STAFF 6/30,/2024 6/30/2024 7/1/2021 1/2/1971 2/1/19%4
SERENITY SUP BR 79-47400-23C SERENITY SUP BR 9/30/2028 9/30/2028 7/1/2021 7/19/1978 9/22/1998
SERENITY CMD STAFF 79-47400-11A SERENITY COMMAND STAFF  2/14/2023 2/14/2023  7/1/2020 10/22/1982 10/8/2002
SERENITY MAINTENANCE 79-47400-24D SERENITY MAINT 2/12/2023 2/12/2023 7/1/2020 10/12/1981  4/1/2003
SERERITY RAAINTEMARMCE 70 AFANNIAN SERCRITY RAAIMT 2/ /724 2/efan2a 77109071 1/2/1aen sl1n/I003
Q R 5 T u v W X Y
AD Base Dt Date of Rank Report Date Anniverary Dt Sec Clearance Trning Rate CostCenter Sea Pay Prem Dt BAH/BAQ
2/1/19%4 9/1/2015 7/3/2018 SE 47400 With dependents; Mbr and deps not assigned govt gtrs
9/22/1998  12/1/2012 7/6/2016 SE 47400 With dependents; Mbr and deps not assigned govt gtrs
10/8/2002 7/1/2012  4/19/2016 SE Spouse in svc & no other deps; Mbr not in gtrs
4/1/2003 9/1/2012  4/19/2016 SE Spouse in svc & no other deps; Mbr not in gtrs
&l10/70n: 7/1/a01e  aj7siimz £ Azann wi/N danandante: Mhr nat in oot ot
z AR AB AC AD AE AF AG AH Al A AK AL AM | AN AO
RES Screen Dt CUM Sea Time YY MM DD Mar Stat Ethnic Group Last Good Con Dt Position Nbr Posn Entry Dt Gender POSNSEN POSNCLRNC CITZN Leave Balance Obligation Effdt Duration RegRegion
2329 M 31313 7/3/2018 M 2SE UsA 58 0 AD
000 M 5/21/2016 1670 7/6/2016 F 2SE USA 68.5 0 AD
000 M 10/7/2017 12050 7/10/2015 F 5 NO USA 52 0 AD
0018 M 3/31/2018 13483 7/10/2015 M 5 NO UsA 57.5 0 AD
G527 s 2/19/2019 13478 5/1/2018 M 5 NO UsA 415 0 AD
11/17/20183 64 M 4/15/2019 49811 10/28/2016 M 1NO UsA 5 0 RSV
D 8/23/2018 13492 8/26/2016 M 1NO USA 16.5 0 AD
s 9/21/2018 13486 5/8/2017 M 1 NO USA 47 0 AD




